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. OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
ot e L. RECORDS MANAGEMENT DIVISION
! INSTRUCTIONS: See Publication No, 76—-RM—1 for instructions on completing this form. Forward sighed original to
"; : Department of Archives and History, Records Management Division, 330 Capitol Avepue, Atlanta, Georgia, 30334,
. . Attention: Scheduling Section, - ' . .' |
t __FORAGENCYUSE  [1. AgencyAddress |  FORRECORDS MANAGEMENT USE _
j Application Date. : : GEOY‘Q" a Ports Author.-] t_Y Application Numbar :
| 1/25/83 | Administration Division, Port Polige 78_ 2.3L - pl | "
“aspiication Number Post Office Box 2406 - Doto Recoived . Date Comploted
Savannah, Georgia 31402 JAN 2 8 1983 _J'FEB 9 1983

Teléphc;né Number
964-3925

" E_ Parw't—géontact - : Woﬂ;i_ﬁ_g Title
William L, Kilroy, Jvr. =~ Chief of Port Police
' 3. Action Requested I N -
a. ) Estapnsn Retention Scheduléd; record will contin_ue to accumutlate.
b. O Dispose of present accumulation: no further accumulation anticipated.

| e Y. Amend Application No. _78~234 _ _ _ Check One: 0 Change; () Supercede; O Void _
t 4, Datas of Series 5. Records Series Title (followed by title used in office; if different)
Ezrliest Latest '

_ Activity Report Files

1974 | To Date

[&- Division and Office Function What is the function of the Division and the Office in which this record series is created?
i The Port Police Department is responsible for vehicle security (issuance and Maintenance

of all decal records, logging of non-registered vehicles, processing of incoming and out-
going trucks), internal security (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security (conducting rolling patrdls and regular key patrols through
all areas of the Port). Maintain fire prevention systems, conduct fire prevention and

fire fighting training for Port Police personnel. Enforces traffic ordinances, develops

t and maintains parking plan and maintains l1ifaison with other agencies; example, Coast
Gui;d;ts. B. I., G.B.I., Customs including surveillance, investigation and pilferage
activities.

: e e ]
7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file,

R —

Documents relating to: |
' General dock security and Port facilities security.

included are:

Dock Patrol Activity Report, Duty Lt. Activity Report, Duty Sgt.
Activity Report, Duty Cpl. Activity Report, Door Reports, Ship
Informatfon, Key Patrol Activity Report, Pilferage Cargo Check
List, Vessel Boarding Passes.

File is arranged:

Alphabetically by Officers' name.

8. Monthly Reference Rate ~ How often are records referred to which are: o o oo T
One to six months old __;.S,Q,,_ __: Seven to twelve months old __19 ____.: Thirteen to twenty-four months old ___._,.1_9_
twenty-five months and older_ 5 . 2 '
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3. Annual Rate of Accumulation of Rerords :
Letterssize drawers . __ . .; Leyal-size drawers .__..______; Shelves __ ; Other {specify) 4 legal size boxes. |
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{YES | NO | 10. 0uestlonnarre _(Place an "X" in the proper co}umn) ':__ i _ S
Is this the off|C|al copy of the series? _ ot :
X *_ﬂ.r__,&noj‘wm_t’ - —e S N—
X b. Does the series contarrf conf:dential mformatron requmng security handling? !f yes, cite law or requlation : N
R T Y I —— e S — : T —— SV
X ls this a v;tal record? - . Wi . ) 1;_;_ B .
“ Lx_ d Does this series have historical or Jong term research value? . e
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these -
S | X ~ 1. __documents be scheduled separately? . ... . ' - o~ - - A
|1 X 1 ¢ 1Isthe information_contained in this series ever Dubhshed5 - f ves. attach copy. . - U
. Is the information contained in this series ever analyzed and/or recorded ina sumrnarazed report'«‘
X T ifves. attachcoov. . . oaer oo _ e
h. Is there a duplication of thrs series in your office, or in another office or agencv?
XL fves.where2 . e e ]
L | X . _ls this series for a major portien of. rrlreqular!v rmcrofulmedl S RSN L N S S e
___[ X [ Does the record series result in a computer printout? e -
11. Retentlon Requiremants r The foltowing requires the senes to be kept
‘ a. State Law years. d. Audit period ) e YRarS,
. b. Statute of limitation . —_- - . .years, - e, Administrative need 1 years.
¢. Federal law —_—— _years, f. Federal retention instructions . years.
Attach copy or excerpt of laws or regulations Explain administrative need. =~~~ 700 :
O-Ccic_e. re-pevevw;-_ Te%\.uvcunenﬁi‘;
B T . . Tm e s ,__,'?',-. ' S ' AL ' - Tyt - . T ,F . i
T el T e .-,.',-,‘.'-_ R ] "7"*"f‘ -\"- CIER o e ! B "s.:-|‘v;. ~e F
It DU S S D R LI : L SR A
12, Annrc-ved Dispomt:on Inst.ucbtrons + This agencv recom"nends that the file Sertes be CUt Off at the eAd of each !
Gt m R e e G Calend'ér Year D F‘tséali Year &'cher Ever‘ 2 mONthS o _then,-
D v .|,‘l P I B
0 Hold in the etifrént files area _ rﬁonth(s) yéar(s) 'then W , - s
A X Transfer to |ocalholdfng area, hcd_l ST yes.js) then B <L
j O Transfer to State Records Conter, hotd 20« 277 Lyearls)i then 7 [ S
& Destroy. I i
o D Transfer to State Archives for permanent retention.
!I O Other (Specify)
ERA R S I RN A I A Pt
, S j - Iy - -~ - = - '
These instructions apply to all prior and future accumulations of the series,
ﬁency Head/b:s:gnee ('Ergrnature} o Date ' [ Records Mana ement Officer (Srgnat?:re} e - Date

Attorney General/Dgsngnee

- —— =t

; AR—50—71; Rev, 76 oo - B (ljo

B R e e T

. _ . _Date '
Recommendations in para- M T N /
graph 12 are approved. . State Auditor/Designee < yg/j_j i
(If disspproyed, attach letter I 1
of explanation.) ‘ ' Secretarv of State/Des:gnee
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APPLICATION FOR RECORDS RETENTION SCHEDULE DEFARTHENT OF ARCHeRY oPSTATE
. N i .. RECORDS MANAGEMENT DIVISION _ |

INSTRUCTIONS See Publication' No. 76—RM—1 for mstructlons on completing this form. Forward smgnéd orlgmal 0

’ ! Oepartment of Archives and History, Records Management Division, 330 Capitol Aven]ue Atlanta Georgia, 30334, l

s Attention: Scheduimg Section,

]
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—ta—

1 FORAGENCY USE | 1. Agency Address l - - FORRECORDSMANAGEMENTUSE‘Jm
" Apphication Date . g30r91 atpogts Agthom ty P' t Poli Apphcanon Numbar

; y ) ministration vision, ror oilce

| 3-13-78 | post Office Box 2406 | 78-2 3! b

‘ ' Apolication Number Savannah , Geo r‘gi a 31402 : 6)65'9 Received Date Complsted

g . N ~31978 00T 23 1978

?ﬁtP;rs-n to Contact’ : 7 Workmg Title T TeleBho;; Number
MWilliam L. Kilroy, Jr. ~ ~ Chief of Port Police ~  964-1721, 211
3 Actlon Requested ~ s — e L ST

a. 7] Estabusn Retention Schedule'}rrecord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

_c. X Amend Application No. ___ lo_ .. Check One: T Change; O Supercede; Kl Void Apphcatlon # 102

I'4, Dstas of Series 5. Records Series Tltle {followed by title used in offrce, if different) T
Earliest lL.atest

. 1974 | To Date Act1v1ty Report Files

€. Diwisicn and Office Function What is the functlon of the Division and the Office in which this record series i is created?

The Port Police Department is responsible for vehic]e security (1ssuance and maintenance
of all decal records, logging of non-registered vehicles, processing of incoming and out-
going trucks), internal security (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security {(conducting rolling patrols and regular key patrols through
all areas of the Port). Maintain fire prevention systems, conduct fire prevention and

fire fighting training for Port Police personnel. Enforces traffic ordinances, develops
and maintains parking plan and maintains liaison with other agencies; example, Coast

Guard, F.B.I., G.B.I., Customs including surveillance, investigation and p11ferage
act1v1t1es.

1
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7. Record Sen-es besmpt:on This file contains the following | documents {include form numbers and t/tles if a;;}‘ V‘A-m—"ﬁ”‘*_‘f
Attach samples of the file.
Documents relating to: General dock security and Port facilities security.
included are: Dock Patrol Activity Report, Duty Lt. Activity Report, Duty Sgt.

Activity Report, Duty Cpl. Activity Report, Door Reports, Ship

SA=50-71; Rev.76 o o T (oven) T e e

Information, Key Patrol Activity Report, Pilferage Cargo Check -
List, Vessel Boarding Passes.

File is arranged: Alphabetically by officers' name.
8. Monthly Reference Rate  How often are records referred to which are: e T
One to six months old ____ 30 _; Seven to twelve months old 15._._,_,.,_: Thirteen to twenty-four months old __lLﬁ,

twenty-five months and older

?

9. Annual Rate of Accumulation ¢ of Records '- . B S
Letter-size drawers —_ . .; Legal-size drawers v ; Shelves : Other {spgc,fy}4 legal size. boxes _
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,I,_!}Jo 10. Questuormalre (Place an "X" n_ the proper eolumn) . o .
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a, !s this the officiai copy of the series?
_If not, where is it? 4
i 5\ N

X h Does the series oontaln’confldentlal mformatlon requiring security handi:ng? If yes, cite law or regulatlon .

- e . — ra s — J— -

e — e ——

lL_f Nl e lsthnsawtalrecord? e , }

11,

2.

f;,kJ,,,,x_, . MHyes, where? o
l _X__[_L Is this series for a maiar portion of .'t) requiarlvmlcroﬁlmed?

d Does this series have historical or Iong term research value? __*'_-,___ . .

e. When one or two documents in the file make it necessary to keep’ the entire file for a Iong penod could these -"
_X_ . documents be scheduled separately? . o . X —
i E . _Is the_information contained in this series ever. nubhshed? !f__yeskettach C_QQL

S -

X g. Is the information contained in this series ever analyzed and/or recorded ina summarlzed report?
N .M ves attachcooy., = O _,W_,_?__mm{

h. Is there a duplication of this series in vour off:ce or in another offu:e or agency?

T - e e e r— e — . ——

t X ‘ i. Dces the record series result in a comouter printout? . _

Retention Requiremants f The foltowing requures the series to be kept

a. State Law — ____years. d. Audit period — . YeArS.

1

b. Statute of hmltation . S .. _vyears, ' " @&, Administrative need ‘ —— T _years,
¢. Federal law —_— e . . .__YearTs, f. Federal retention instructions ... __years.

Attach copy or excerpt of laws or regulations, Explain administrative need.

R e e e R e et e

Annroved D:sposst:on lnstructnons This agencv recommrer_ad's that the file series be cut oft at the end of each:
O C_aiendar Year: O Fiscal vear; & Other __(_EVQ_,Y 3 mo!‘th‘% i —__then,

] Hoid in the current files area . n-ionth(sl — o __year(s); then
X Transfer to local holding area, hoid ) __.year(s),then '_ P
[ Transfer to State Records Canter; hold _ . yeat{s); then

X Destroy. -

0O Transfer to State Archives for permanent retention. )
0} Other {Specify} . ' \ ‘

These instructions apply to ail prior and future accumulations of the series. -

__gency HeedIDesignee (ngnaturel ) __~L Date TReeords Management Officer (S:gnature} I Date

e S ‘7/«7/ M_l Canal o pope. _:3’*9‘_ 0. 24-78 |

Recommendations in para- S "—_'_M?W

graph 12 are approved. _ Statg-Auglitor/Designe : "/ - /0’”" 78__
(If disapproved, attach letter .ﬁ B ' R
of explanation.) Secretarv ate/Deslgnee ' o t 2 4 o .IQ:IS,:, Z& '

State Records

mmuttee (ngnature} Date )
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Attorney General/ Designee

S i N A e et e e TR

AR-80—71; Hev.76




